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I_e arn Job Aid — Vendor Self Service (VSS)
Update Contact to Receive
Orders by Email

Background

STAARS generates a PDF copy of each newly-approved Purchase Order (PO) and Delivery Order (DO)
every night. STAARS then emails the PO or DO to the Contact Email Address on the order wherever
possible. POs or DOs without an email address are printed and mailed out via USPS by State Purchasing,
along with a pink slip indicating that the vendor should add an email address to each of their ordering

addresses in Vendor Self-Service (VSS).

These instructions guide you through the process of adding or updating an email address on your VSS
account.

Steps

1. Loginto VSS with the user ID

to manage your account. Welcome to Alabama's Vendor Self Service

[ ]
Enter your User ID. STAARS Vendor Self Service (V35) allows vendors to register an
° Enter your Password (A account to do business with the State of Alabama, subscribe to bid
. notifications, and view financial transactions online. For information on

Passwo rd Reset option is how to register, subscribe, and use VSS, click How to Use VSS at the

. i top of the page.
available if you forgot

The State of Alabama will only accept bids from subscribed vendors with

your password_) User ID an active VSS account. However, you may view business opportunities
. . l:I-and awards from the State without a VSS account, using the Public
e Click Logln. Access button on the left.
Password Hor best results, use Mozilla Firefox or Internet Explorer (v8+) with pop-
p blockers disabled.
Login
Announcements Cantacts

2. At the Account Summary page, click the Addresses & Contacts tab.

STA AR S ;—\j alabama.gov Division of Purchasing Comptroller's Office Pay Subscription Fee
T

Home | Help | Accessible Help | Site Map | Privacy Report | Logout

Fil ial T: ti Busi Opportunities Solicitation Responses

Account Information

Business Types

Addresses & Contacis | Users ] Commodities |

Business Info

Summary

Welcome, Reginald Accou nt Summary I
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3. Locate the Contact to be updated.
e Inthe Existing Address & Contact Assignments section, find the Ordering Address that needs
to be updated.
e Click the View/Update link.

Summary | Business Info

Addresses & Contacts |

Business Types

Addresses & Contacts

Here are your
requests ihat a

sses and contacts by clicking the ‘Assign/Create Addresses & Contacts’ buton. You can view your

To modify the type of a
View!Update' link nex to th

Existing Address & Contact Assignments

Address ID Address Type Address Principal Contact EFT Status Prevent New Processing Active From Active To Pending Changes

ADO0D4 Payment Strand, London, AB1 CD2  Archie Grosvenor No 09/07/2018 O View/Update View Pending Changes
AD0004 Ordering Strand, London, AB1 CD2 Archie Grosvenor No 09/07/2016 ] Viewi/Update View Pending Changes
AD0004 Web Registrar  Strand, London, AB1 CD2  Archie Grosvenor No 09/07/2016 O

V\eVTﬁ View Pending Changes

4. Click Principal Contact to open that section. Locate the Principal Contact ID and make a note of it.

Assign/Create Addresses & Contacts View Pending Additions

[First] [Prev ] [Wext] [Last]

» EFT Information

= Principal Contact

Principal Contact ID

Principal Contact

Permissions
Authorized Representative

Email
Phone

Phone Extension

Title/Role :

:|PCO0D5 <4

: |Archie Grosvenor
|
|
[
|
: [333-444-5556

Alternate Phone :

Alternate Phone Extension :

Fax :

Fax Extension :

Alternate Fax :

T

Alternate Fax Extension :

5. Click Cancel to close the window.

6.

In the Update Contacts section in the lower portion of the page, click the View/Update link on
the line for the Principal Contact ID (e.g., PC0005).

Update Contacts

ContactlD Contact Name
PCO0005

PCO008 Helen Lenoir

Contact Address
Archie Grosvenor Strand, London, DC, 20001

Strand, London, AB1 CD2

Pending Changes

O
O

View/Update View Pending Changes

View/fbdate View Pending Changes
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7. Enter or update the contact
information.

e Contact Name
e Email Address
e Phone Number

8. Click Save.

Summary ] Business Info Addresses & Contacts

View/Update Available Contact

Modify or delete your contact here. Click the 'Save' button once all u

ﬂl Delete | Cancel |
= Contact Information
Contact ID : ’W
“Contact Name : -
TitleRole: |
Permissions :l:l

Authorized Representative : [

Email : |agrosvenor@gmail.com _
Phone : [333-444-5556 4=

JOK KKK KKK,

Phone Extension:[ |

Users 1 Commodities | Business Types

pdates have been made. Click the 'Cancel’ button

Alternate Phone : l:l

XOOK-XXK-XXKX

Alternate Phone Extension :l:l

Fax Extension :l:l
Alternate Fax : l:l

POOEXK-XHKAX

Alternate Fax Extension :|:|

The Pending Changes check box will be selected (checked).

Update Contacts

PCO003 Archie Groswvenar

Contact ID Contact Name Contact Address

Sirand, London, AB1 CD2

Pending Changes

] 4—

View/Update

View Pending Changes

When the change in VSS is synchronized with STAARS, the Pending Change check box will be cleared.
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